Creating a new case to submit a Proposed Appointment of

Special Process Server

1. Loginto the Filer’s Interface.

Electronic Filing
powered by eFlex from Tybera
Log In

Enter your User Name and Password.

User Name: |AJSMITH
Passviord:
Forast Your Pessuor?

Request Account

Welcome to the Franklin County's e-Filing website.

This new service will allovs you to initiate a case or file to an existing case electronically. But you must first
request an account which is then approved by the Clerk.

Please review the Terms of Use policy.

Thank you for your participation in the use of our new e-filing system.

Done ﬁ Local intranaet H100% *

2. Click on Néw Case.

Electronic Filing

user: SUZIE PROCESSSERVER

| MyRecentCases  |EENNE I EC
I Notifications | Review Notifications




3. Click on the correct court.

)

Electronic Filing

user: SUZIE PROCESSSERVER

Home =» New Case filing: Court

Court

Description

DOMESTIC RpATIONS AND JUVENILE, COURT OF COMMON PLEAS
GENERAL DIVISION, COURT OF COMMON PLEAS

PROBATE COURT, COURT OF COMMON PLEAS

TENTH DISTRICT COURT OF APPEALS

4. From the Court page, click the correct court division.

)

Franklin County
eFilng

Electronic Filing

user: SUZIE PROCESSSERVER

Home =2» New Case Filing: Court 2» New Case Filing: Court

Court

Description
CIVIL DIVISION
CRIMINAL DIVISION Coming Soan

5. From the Case Types page, choose the Miscellaneous case type.

)

Franklin County
eFiling

Electronic Filing

user: SUZIE PROCESSSERVER

Home 2» New Case Filing: Court 2» New Case Fiing: Court 2» Case Types

Case Types

Description
Civil
Executions
Judgment
Lis Pendens

Miscellanecus




6. From the Case subtype page, choose the Miscellaneous (Miscellaneous Cases) case
subtype.

)

Franklin County
e#Fiing

Electronic Filing

user: SUZIE PROCESSSERVER

Home 3» New Case Filing: Court 3» New Case Filing: Court 2» Case Types 2» Case Subtype

Case Subtype

Description
Miscellaneous (Miscellanecus Cases)
Senate Bill 10 (Adam Walsh Act)

_Back_

7. Click on Add My Parties.

Electronic Filing

user: SUZIE PROCESSSERVER

LU e CRY  Add MyParties | Add Other Parties

|
Participant Name Role

Attorney(s) for Party

Back | Save to Draft m




8. Add your Party Information. The required fields have asterisks by them.

Home “Bew Lasa Filing Lowrt Ty Lase Filing Uourt La=

Add a Party

=Tion Add & Farty

Party Information Additional Aliases or Business Hame for Party
Party Thops Typa Also Krown As Lrd
Business ) Person 5] Business ) Person &
Firzz Mzma |J:lE | Firsz Mzma | |
Middle Initizk I:l Middle Initizk I:l
Lest Mama ™ P . Last Mama ™
N CHHW S0 -
{or Business Name) |J FEoN | {or Business Name) | |
Mzil Mama | | m
Address Line 1: * |4! EFFTH | Type Alias (Business Name) Delete
Adgress Line 2 | |
Representation for this Party
Adgress Line 3 | |
Last Name Supreme Court No. State  Delete
Citys ™ [cuneus |
Srater Acd Anotheror Replsce Attornays
Zip ! Postal Codas * 43715 Armornay's Last Nama |DR=Z=E~E- SERVER |
Supreme Cowrt Na [1o0o043 |
Add Additional Addresses Bar State: Crhio

Address Delete

[ [t |

Important: Make sure that under the Representation for this Party, you enter PROCESS
SERVER as Attorney’s Last Name and 1000043 as Supreme Court No. Click Add, and click
on Next.

Representation for this Party

Last Name Supreme Court No. State Delete
Add Ancther or Replace Attorney:
Attorney's Last Name: |PROCESS SERVER |
Supreme Court No.: |IDDDD43| |
Bar State: Ohio
Add




10. Click on the Add Other Parties button.

) " e Electronic Filing

Franklin _‘gownrr

Haome eFile Caiy My Profile Luvg st usert SUZIE PROCESSSERVE!

Haorme #ew Casz Fling Court Masy Caze Filing Cout CasTypses Case Subnype Cass Intistion

Case Initiation:Miscellaneous (Miscellaneous Cases)

Filer Refarenze Mo l:l (Enter yiour office reference number - i appliczble)
Add Case Participants T

Participant Name Role
B JOEJOHNSON

Artorney(s)for Party

F PROCESS SERVER

Framary Plaintill

B T

11. Choose the Business radio button and enter in Appointment Process Server in Business
Name filed. Enter in the court’s address. Click Next.

Haore Faw Tzse Fiing Colrt Flew Case Filing Tolt Ces3 T ypes Ces= Bobtype Tese Inlietion Bodz Farty

Add a Party

Party Information

Party Typs |P mary Deferdant v|
Business (@ Person O

Firzt Mzma © |

Lazt Mama: ™ |

o ao APPCINTMENT PROCESS E-ER'vER|
\or Buginzss Mama)

Add Additional Addresses

Address Delete

Additional Aliases or Business Hame for Party

Typa Also Known As £
Business () Person &
First Mama * | |

[]

Lzst Mama: © | |
ior Business Mame)

Middle Initisk

Type Alias{Business Name) Delete

Representation for this Party

Last Name Supreme Court Nao. State  Delete

Add Another or Replace Attorney:

Atorney s Last Mama | |

Supreme Court Mo | |

Bzr Stzs: Crhio




12. After entering the parties, click on Next.

Electronic Filing

user: SUZIE PROCESSSERV

Home 2 New Case Filing: Court = Mew Case Fling: Court 2 Case Types 3 Case SubType 2» Case Initition

Case Initiation: Miscellaneous (Miscellaneous Cases)

Filer Reference No l:l (Enter your office reference number - if applicable)
Add Case Participants

Participant Name Role Attorney(s) for Party
X g JOE JOHNSOM Primary Plaintiff FROCESS SERVER

X APPOINTMENT PROCESS SERVER  Primary Defendant

13. From the Add a Document page, choose the Proposed Appointment of Special Process
Server from the Document Type dropdown. Browse for your Word document, and click
on Add.

Note: eFlex will not allow a Proposed Order to be submitted alone. Another document
(Motion: Designation of Process Server) must be uploaded as well.

| Home Cases | MyProfle | LogOut | user: SUZIE PROCESSSERVER

Home = New Case Fiing: Court 2» New Case Filing: Court 2» Case Typas 2» Case Subtype 2» Case Initiation 2» Add a Document

Case Subtype : Miscellaneous (Miscellaneous Cases)

Document Category | - ‘

Document Type = | FROFOSED AFFOINTMENT OF SPECIAL FROCESS SERVER |

Additional Text | |

Acceptable File Format(s) (*.pdf,=.tif)

Document Location  [0:\1E-FILING TESTING-DOMESTIC\Motion Fiings\Entry.docx | CBrowes..

Add to Submission |kl

Document Name View Document  Edit Data  Size  Pg Count Remove

Case Data form, xml E 0.01 ME

Total Size: 0.0MB

Back Move to Draft MNext




14. Choose the Motion: Designation of Process Server from the Document Type dropdown.
Browse for your pdf document, and click on Add. Click on Next.

Electronic Filing

user: SUZIE PROCESSSERVER

Home 28 Mew Case Filing: Court 2» Mew Case Filing: Court 2 Case Types 2 Case Subtype 2 Case Initiztion 2» Add a Document

Case Subtype : Miscellaneous (Miscellaneous Cases)

Document Category | v|

Document Type = | MOTION: DESIGNATION OF PROCESS SERVER b |

Additional Text | |

Acceptable File Format(s) (*.pdf, ™ tif)

Document Location |O:\1 E-FILING TESTING-DOMESTIC\Mation Filings\Mation for DrDCESi Browse, .

Add to Submission |Gl

Document Name View Document Edit Data  Size Pg Count Remove
Case Data form.xml & 0.01MB
PROPQSED APPOINTMENT OF SPECIAL PROCESS SERVER Order.docx 0.01MB - [E_}

Total Size:  0.01MB

fooc [ e oorart_Jrect

lDone

15. You will be returned to the Add a Document screen. If you are ready to submit your filing,

click on Next.



16. From the Review and Approve page, you may verify that you’ve uploaded the correct
documents, delete or add more documents, edit the information you’ve entered and/or
send a note to the clerk or court along with your filing. Once you have confirmed that you
are ready to submit your filing, click on Submit the Filing.

Note: The radio button will default to Pay by Credit Card since there is a filing fee on
Miscellaneous cases.

Home Hew Tese Filing Tourt I Tase Filing Tourd T3 [ypes Tese Bubiype Cese Indelion ADC = Dom@ment Review and Approve Filing
Review and ApproveFiling

Case Title : JOE JOHNSON -VS- APPOINTMENT PROCESS SERVER

Case Subtype : Miscellaneous (Miscellanecus Cases)

Ganerstec Case Data (CHiange Carse= Data
Documents) o be Sutrimet: [t

Document Name View Document

PROPOSED APPOINTMIENT OF SPECIAL PROCESS SERVER  Entry.doce

O INDIGENT/DEFER

£ T T T




17. Click on OK.

Windows Internet Explorer I'Z|

\'\?/ Click OK to file to the Court,

Ik | Cancel |

18. eFlex will direct you to the PayGov site where you will be required to enter in your credit
card information.

Payaov.Us

The fallowing payments
are sccepted foryour
transactien

Payment Information - Franklin County Clerk of Courts

Car:hcl:erFirstluCE |
MNzme

i Credit/Debit LastMName |JCI—h.ECh |

Address |'1E E FIFTH

City: [coLUM BUS |

| Review and Pay -= | State: [gy

Zip Code

43218

EBilling Phane |§-4_343_3:3:

[ Cancel and Go Back ] ‘v'curEmaiIFl.c:ressl

Q
o
(-1
=
E
I

Card Typa: |VISA L

Card Number

Security Code

amymans Total: 1308 Three erfeur-digit cede printad on back of card
ITity M ETRICS Expiration Date: | Moy + | | itk o
(o | [E—

u
&)
11




19. If you agree, click the Agree checkbox. Click on Submit Payment.

I Agree

By checking this box, I
agree to the flat
convenience fee or the
applicable percentage rate
as noted below. This fee is
MNOM-REFUNDABELE.

If you would like to make

PayGGOoOv.Us

Payment Information - Franklin County Clerk of Courts

Cardholder Name: JOE JOHMNSON
Address: 43 E FIFTH
: COLUMBUS, OH
Credit Card: VISA 4%

FEEE1111 exp 11/17

Payment Amount: $35.00
any changes to the

information you have
entered, please select the
page from the buttons
below.

Convenience Fee: 51.05
Payment Total: $36.05

Copyright @ 2009 PayGov, LLC  yawwePaviGov.US

[ <-- Edit Payment Info ]

Submit Payment -> |
[ Cancel and Go Back I

Daone Eg @

20. Your filing is complete. From the Your Filing has been submitted page, you may click on Filing

Status to view the status of your submission.

)

Franklin County
exFiling

Electronic Filing

user: SUZIE PROCESSSERVER

Submission Confirmation

Your Filing has been submitted

Case Type: Miscellaneous (Miscellaneous Cases) -

Note: This filing is now being processed and added to the Clerk of Court document repository. Once the documents associated with your filing have been stored,
a receipt will be issued to you. You may view the status of this filing, and access your receipt for 90 days, after which it will be purged from this system. The
documents will be retained and available long term through the Clerk of Court.

Filing Status _|

10



